HOW TO SECURE PRINT

1) Select your file to print (I used excel as an example):
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2) Go into your printer properties:
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3) Click on the You should be on Printing Options:

-, 3 - S - o = 2 = TR o L e T R

2= “Yad-printhls Kerox WC 7245 Office Properties

Primting Options

@ Job Type:

I
r Paper:
-Letter (8.5x 11"}
-WWhite -
-Primter Default Type
2-Sided Printing:
[ 2-Sided Prirt —

Image Options Document Options Advanced

Finishing:

- Mo Stapling
- No Hole Punching -

B c<erox Black and wihite
On e

'y

e,

i

Lailal

Primt Quality:
| Standard e |

Output Destination:
: [ Automatic ~

% Sawved Settings: 'l\ Status:
[Driver Defautts =1 =

[z] o] &

=

4) Select Secure Print:
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5) Enter a passcode and select ok:
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ou select print after you make these changes.
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7) Go to the printer and select Secure Print Jobs (Make sure job status is selected) and select your
name:
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9) Select your file and print:




